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name and contact information of
DLA’s FOIA Officer and Public Liaison;
and information on how a requester
can obtain the status of a request. Ad-
ditionally, each FOIA Requester Serv-
ice Center Web site will have links to
DLA’s Headquarters FOIA/Privacy Web
site reading room.

(2) [Reserved]

(c) Creating a Record. (1) There is no
obligation to create nor compile a
record to satisfy an FOIA request. A
DLA activity, however, may compile a
new record when doing so would result
in a more useful response to the re-
quester or be less burdensome to the
activity provided the requester does
not object. The cost of creating or com-
piling such a record may not be
charged to the requester unless the fee
for creating the record is equal to or
less than the fee which would be
charged for providing the existing
record. Fee assessments shall be in ac-
cordance with part 286, subpart F, of
this title.

(2) A record must exist and be in the
possession and control of DLA at the
time the search begins to be considered
subject to this part and the FOIA.

(3) When processing FOIA requests
for electronic data, if DLA’s Compo-
nent has the capability to respond to
the request, and the effort is reason-
able and would be a business as usual
approach, then the request should be
processed. However, the request need
not be processed where the capability
to respond does not exist without a sig-
nificant expenditure of resources, thus
not being a normal business as usual
approach. For example: Processing a
request that would cause a significant
interference with the operation of
DLA’s Component’s automated system
or require a significant amount of pro-
gramming effort.

(d) Consultations and Referrals. The
rules published in part 32 CFR part 286,
subpart A, §§286.4(i) and 286.22(e), Pol-
icy, apply to this rule.

(e) Forms. This part authorizes the
use of forms developed by DoD and
DLA for the express use of the FOIA
Program. Refer to www.dla.mil for a
list of all forms prescribed by this part.

§300.7

Subpart B—Exemptions

§300.5 General.

Refer to the DoD FOIA Program reg-
ulations codified at 32 CFR part 286,
subpart C, Exemptions.

Subpart C—FOIA Request
Processing

§300.6 General.

DLA adopts and supplements the
DoD FOIA Program regulations codi-
fied at 32 CFR part 286, subpart E, Re-
lease and Processing Procedures.

(a) Requests from the public. (1) Indi-
viduals seeking DLA information
should address their FOIA requests to
one of the FOIA Requester Service Cen-
ter addresses listed in Appendix A of
this part.

(2) When personally identifying infor-
mation in a record is requested by the
subject of the record or the subject’s
representative, and the information is
contained within a Privacy Act system
of records, the request will be proc-
essed under both the FOIA and the Pri-
vacy Act. Due to the dual nature of the
processing, the FOIA time limits will
be used. DLA Components must comply
with the provisions of 32 CFR 310.17(c)
to confirm the identity of the re-
quester.

(b) [Reserved]

§300.7 FOIA request processing proce-
dures.

(a) Receipt and Control. Requests re-
ceived after 5:00 p.m. EST will be con-
sidered received the following business
day. Upon receipt of a request for
records, the FOIA Officer must:

(1) Open a file in DLA’s specified con-
trol system designed to ensure ac-
countability and compliance with the
FOIA. The control system will include
the data elements needed to compile
the statistics required in the annual
Department of Justice FOIA report or
other reports required by another au-
thority. Each request shall automati-
cally be assigned a unique tracking
number.

(2) Screen the request for defects in
the description, the requester category,
the fee declaration, and full postal ad-
dress. The FOIA Officer will notify the
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